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Progress Report, g ngram' Objectives

Classification & Wage Division

- i, 'Introduction

The servieing of operating divisions with respect %o Table of Organiza-
tion spprovals, individual personnel actions and classification surveys
contimed to be the predominant factor in the activities of the division
during the last six months of 1953.

With this in mind, it has been our objective to orgenize snd present
job information obtained during individual job analyses and organizational
_ surveys in a form which makes it of maximum usefulness for recrultment,

placement, training, and career development as well as for classification
purposes. This was accomplished by two methodss (a) Extending the intro-
duction of a comprehensive position snalysis format, which provides for
sach position, basic job information and additionally, aqualification re-
quirements, lines of progression, and an explanation of the basis for
allocation to the grade concernsd. (b) Preparation of position standards,
which provide for groups of similar positions, a description of their
characteristics, & guide for their allocation and statements of qualifi-
cations required of thelr incumbents.

During the period, a number of statistical studies were prepared
covering subjects such as average grade structure trends for the Agency
and its components, comparisons between authorized position grade levels
and levels at which positions were encumbered, and the distribution by
offices of specified categories of positions (e.g., personnel, finance,
administrativs). These studies have made possible a more inteiligent
raoview of the Agency classification plan and the manner in which it is
being applied.

Finally, emphasis was placed on the development and ¢oordination of
Agency Regulatione and Handbooks, encompassing the fleld of Classification
snd Wage Administration, and which will establish a commonly understo
foundation for the activities of the division. :

A breakdown of tine distribution of staff work load (other than cleri-
cal) by activity category during the period is as followss
ele
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Surveys.

Speeial Studles
and Staff Ser-

- viees.

Position Stands
ardﬂg

Individual
Classification
Actions. :

Table of Organi-
zation Review,
Coordination,

-and Distribution.

Formal Training.

Leave

‘OP recommendation to DDA.

Charscteristlies

Collection, recording, and analysis of
Job information. Presentation and
coordination of survey results with
Office(s) concerned. Preparation of
Survey Reports. '

Analytical studies of grade structures
of Agency components, average grade
trends, distribution of categories of
positions by offices. Preparation of
Agency Regulations on Classification

& Wage Administration. Devslopment of
Division and OP procedures, Staff
Assistance to operating offices on
clagsification problems other than
those coneerned with an individwal per-

~gommel action or classification survey.

Analysis of groups of positions and
preparation and coordination of stand-
ards covering job characteristics,
guidelines for classifying positions

-and statements of qualifications

required of thelir incumbentss

Review of individual persommel actions,

requiring classification determina-
tions, desk sudits, preparation of
deseription. Includes Supergrade
review and recommendations.

Classification review of T/0 proposals,
coordination with Comptroller, Manage-
ment Improvement Staff, etc., and
preparation of summery of comments and
Distribution
of spproved T/0's and control of all
T/0 records.

Attendance of Division Personnel at

' Basic Intelligence Course; Orientation

Course, Administrative Management
Course, ates

Ti_ma Perceﬁtaﬂgg;
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